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Pg/ Slide  #   Re vis ion  

OLD NEW  S t u d en t  Gu id e  
   In  gen era l, rem oved  a ll s a la ry a m ou n ts  a n d  reworded  to: 

u s e m in im u m  of s a la ry ra n ge 

13  13   New ob ject ive: Iden t ify th a t  en tr ies  m a de in  PA a ffect  

t im e, ben efits , pa yroll 

14  14   Rem oved  Tea m  Feu d  a n d  rep la ced  with  In s tru ctor  dem o 

of IT0001  (wh ich  in clu des  a  d is cu s s ion  of a ll of th e fields  

to review PA210 . Add  verba ge th a t  a ll en tr ies  m a de in  PA 

a ffect  em ployee t im e, ben efits , pa yroll 

28 -32  15 -20   Moved  s lides : Ma s ter  Da ta , In fotypes , Su b types , Da tes , 

Delim it  from  pa ges  28 -32  s o th ey n ow a re s lides  15 -20  

33 -34  21   Con s olida ted  33 -34  with  n ew gra ph ic, a n d  m oved  to 

s lide 21  

19  25   Added : Iden t ifies  th e a pp lica b le ret irem en t  p la n  for  th e 

em ployee 

 

--- 28   New s lide ref Con tra ct  field  on  IT0001  

35  35   New review bu llet : Iden t ify th a t  en tr ies  m a de in  PA a ffect  

t im e, ben efits , pa yroll 

39  39   Ch a n ged  order  of bu llets . Reworded  la s t  bu llet  to rea d : 

Act ion s  en s u re th a t  a ll n eces s a ry in fotypes  a re p res en ted  

du r in g th e p roces s .  

 

45  45   Rem oved  ―Da te Specifica t ion ‖ to a  n ew s lide  

-- 45   New s lide: Da te Specifica t ion ‖ exp la n a t ion  

58  59   Exercis e 3 .2  is  n ow a  rejected  PCR 

73  74   Exercis e 4 .1  is  n o lon ger  a  rejected  PCR 

74  75   Added  a n  a s ter is k  bes ide rea s on s  PT to FT, FT to PT, a n d  

ch a n ge in  h ou rs . Added : * NOTE: Do n ot  m erely ch a n ge 

th e h ou rs  on  IT0007 ; u s e th e Appoin tm en t  Ch a n ge 

Act ion  a s  a pp lica b le.  

102  103   Added  th e followin g n ote: Not e : Th e Em ergen cy s u b type 

is  a n  excep t ion  to th e a u tom a tic delim it  ru le. BEACON 

a s s u m es  a n  em ployee m a y h a ve m ore th a n  on e 

em ergen cy con ta ct ; th erefore th e p reviou s  em ergen cy 

record  is  n ot  a u tom a tica lly delim ited . You  m u s t  

m a n u a lly delim it  th e p reviou s  em ergen cy record  if it  is  

n o lon ger  a pp lica b le.  

 

103  104   Rem oved  ―cer t ifica t ion s  a n d  licen s es ‖ a n d  rep la ced  with  

―ver ify edu ca t ion ‖ 

109-

110  

  Rem oved  Exercis e 7 .1  – Ros e Brown  cell ph on e 



111  112   Added : Im port ant !  Wh en  Sepa ra t ion  Pa y Con t in u a t ion  

is  u s ed , th e pa y con t in u a t ion  is  for  a  s pecified  t im e 

fra m e; th erefore, even tu a lly, a  ―regu la r‖ Sepa ra t ion  

Action  m u s t  be perform ed  a t  th a t  t im e.  

 

118  117   Rem oved : a dd  a  n ote to th e Act ion s  in fotype  

Added : Crea te IT0019  for  em ployee in  exercis e 4 .2  

122-

123  

121   Com bin ed  in form a t ion  on  two s lides  in to on e  

 122   Added  n ew s lide th a t  gra ph ica lly dep icts  p roces s  

124  123   Add  3  rea s on s  to lis t : SMC, STU, NLS  

 125  – 

126  

 New s lides  d is cu s s in g NLS n ot ifica t ion  

129  131   Added  ―ben efits ‖ to firs t  bu llet  

Added  ―to 1
s t
 a n d  la s t  pa y‖ to 2

n d
 bu llet  

136  138   Ch a n ged  from  even in g to n igh t  s h ift  

153  155   Ch a n ged  ―were in correct‖ to ―n eeds  to be revis ed‖ 

164  166   Ch a n ged  Exercis e 10 .1  to ru n  th e Da te Mon itor in g repor t  

(in s tea d  of th e Em ployee Lis t in g) 

 

Added  in form a t ion  a bou t  a ls o u s in g BI repor t : B0099  – 

Em ployee Dea d lin e Da tes  (illu s t ra ted  below).  

 

Added  gra ph ic of BI repor t  

   Exerc is e  Gu id e  
-- --  To a ll exercis es , a dded  th e followin g n ote s  wh ere 

a pp lica b le:  

 You  s hou ld  us e Ed it > Main ta in  text  on  the Actions  
and  Bas ic Pay  in foty pes  to w rite  a  note as  

applicable   

 NOTE: Enter address information on Address line 1. Only 

use Address line 2 if all of the information doesn’t fit on line 

1. 

-- 4   Added  to ―effect ive da te‖:  follow s ta te policy if th e 

em ployee repor ts  to work  on e da y a fter  th e begin n in g of 

a  pa yroll per iod  th a t  fa lls  on  a  weeken d  or  h olida y 

 

5  5   Added  th e followin g to s tep  16 : However , you  ca n  copy 

a n d  pa s te from  WF in to th e Act ion  wh en  you  a re 

p roces s in g th e in fotypes .  It is a best practice to make sure the 

PCR is closed before you process the approved PCR Actions 

because an open PCR uses a lot of memory: 

 

6 -8  ---  Rem oved  s ect ion s  in s t ru ct in g s tu den ts  to log on  a s  

Agen cy Approver  a n d  Fu n d in g Approver . Th e s ect ion  h a s  

been  ch a n ged  to a n  in s t ru ctor  dem o 

8  6   Added  s teps  to th e p roces s  for  s tu den ts  to copy a n d  



pa s te th e n ote from  th e PCR to th e clipboa rd  to u s e la ter  

in  th e Act ion  

17  16   Exercis e is  n ow a  ―rejected‖ workflow.  

18  18   Added  ―level‖ J  

--- 18   Added  n ote to in s t ru ctor  rega rd in g wh a t  h ou r ly ra te to 

in clu de in  reject ion  n ote  

19 -20  --  In clu des  s teps  on  h ow to rea d  th e reject ion  n ote, m a ke 

th e correct ion  a n d  res u bm it  th rou gh  th e a pprova l 

p roces s  

 

Als o a dded  n ote on  Act ion s  in fotypes  to a dd  WF n ote 

(s a m e a s  Exercis e 3 .1 ) to IT0000 .  

21  22   Ch a n ged  th e Mon itor in g of Ta s ks  type from  En d  of 

Proba t ion  to Tem p Appoin tm en t .  

36  36   Sa la ry Adju s tm en t  exercis e is  n o lon ger  a  ―rejected‖ 

WF—th e rejected  WF is  n ow Exercis e 3 .2  

 

Added  n ote: Ca u t ion ! Do n ot  en ter  a n  en d  da te on  

IT0001 . Even  th ou gh  th e Sa la ry Adju s tm en t  is  for  on ly 4  

m on th s , you  do n ot  en ter  a n  en d  da te on  th e Sa la ry 

Adju s tm en t  Act ion . At  th e t im e th a t  th e s a la ry 

a d ju s tm en t  en ds , you  will u s e a  n ew Act ion  (Ca n cel 

Sa la ry Adju s tm en t) to en d  th e cu rren t  Act ion .  

 

37  38   Added  a  n ote to An n u a l s a la ry: 

Note: The resulting salary will place the employee in ―Z‖ step. In 

addition to the note in Workflow, you would write the appropriate 

note on both Actions and Basic Pay infotypes to explain the reason 

for the increase. 

42  41   Qu es t ion  1  reworded :  Wh a t  field  in  Workflow d id  you  

h a ve to revis e to en s u re th a t  th e em ployee’s  s ta tu s  wa s  

ch a n ged  from  tra in ee to perm a n en t?  

A. Em ployee s u bgrou p .  

52  ---  Rem oved  Ros e Brown  cell ph on e exercis e (7 .2 ) 

 56   Added  to exercis e 7 .3  to in clu de IT0041  ref RIF n ot ice.  

Als o a dded  qu es t ion  2  to Exercis e. 7 .3  

Question 2  

Which infotype is used to document that the employee received the 

RIF notification? 

A. . 

64  63   Added  to Exercis e 7 .5 : 



Add a n  in fotype to th e em ployee you  ga ve a  s a la ry 

a d ju s tm en t  to in  Exercis e 4 .1 .  

Crea te a  rem in der  to rem ove th e Act in g Pa y in  4  m on th s  

Rem oved  from  Exercis e 7 .5 : 

―Add  a  n ote to Act ion s  in fotype‖.  

67  66   Ch a n ged  s ch edu le from  even in gs  to n igh ts .  

--- 70   Exercis e 10 .1 —rem oved  ru n  Em ployee Lis t  repor t  to ru n  

Da te Mon itor in g repor t . Als o in d ica ted  wh ich  BI repor t  

con ta in s  ta s ks  from  IT0019 .  

--- 71   10 .2  a dded  in s t ru ct ion s  on  h ow to ru n  th e WF repor t  

-- 72 -73   Added  in s t ru ct ion s  on  h ow to ru n  repor ts  in  ba ckgrou n d  

   Dat a Se t  

   Da ta  s et  wa s  revis ed  to in clu de a ll exis t in g pers on n el 

n u m bers  s o th a t  s tu den ts  don ’t  h a ve to flip  ba ck  a n d  

for th  to fin d  p reviou s  da ta .  

 


